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GAITHERSBURG POLICE DEPARTMENT 

 

Public Access to Reports And Records 

GENERAL ORDER 108.2 

 

Related CALEA Standards: 

12.1.4, 42.1.4, 61.4.2, 
82.1.1, 82.2.5 

 
Effective  12/04/2013 

Authorized by: 
 

Mark P. Sroka 
CHIEF OF POLICE 
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I. DEPARTMENT POLICY 

 

It is the policy of the Department not to release copies of reports from station files 

to members of the public.  Customers are referred to the MCP Records Section 

where the original is maintained on file.   

 

If the citizen requesting a copy of the report needs information from it (such as 

date reported or case number), that information will be made available so that the 

citizen can respond to MCP Records Section to obtain a copy of the report.    

 

Officers from other law enforcement agencies and representatives from the State's 

Attorney's Office, Department of Juvenile Justice, and court system(s) may obtain 

copies of reports from Department files as needed for official purposes. 

 

Information pertaining to juvenile arrests will not be released, except to other law 

enforcement officials, unless the juvenile has been charged as an adult and the 

release of the information has been approved by the Chief of Police and the 

State's Attorney's Office.   

 

II. REPORTS 

 

A. Release of Reports to Members of the Public 

 

1. Copies of reports will not be released to members of the public at 

GPD.    

 

2. Members should provide all interested parties with the case 

number of the report and advise them that a copy of the report may 

be obtained from the MCP Records Section, at the following 

location, after the report has been approved by a GPD supervisor 

and processed by the office staff: 

 

Montgomery County Police Headquarters, Records Section 

100 Edison Park Drive 

Gaithersburg, Maryland 20878 
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(240) 773-5330 

  

B. Release of Reports in Exigent Circumstances   
 

1. Members are authorized to give or transport copies of reports 

generated by GPD to MCP investigators, other law enforcement 

officers or State's Attorneys prior to GPD supervisory review and 

approval if the immediate release and distribution of the copy 

would enhance the investigation, likelihood of apprehension and/or 

prosecution.  If a supervisor is available, they shall be consulted 

prior to the release. 

 

C. Release of Reports to City Officials 

 

1. Copies of M.A.A.R.S. Reports and Event Reports will be provided 

to appropriate City officials (i.e., Human Resources Coordinator 

and Traffic Engineer) as soon as practical, if an event or collision 

of significance occurs on City property or on a roadway 

maintained by the City. 

 

 During report review, the supervisor shall ensure that a 

copy of all M.A.A.R.S. Reports describing hazardous road 

conditions or possible engineering deficiencies are 

provided to the City’s Traffic Engineer and/or other 

entities with jurisdiction.  
 

III. ACCESS TO RECORDS 

 

A. Access Governed By State Government Article 

 

1. The release of or the denial to release records maintained by the 

Department will be in accordance with the provisions of the State 

Government Article - Freedom of Information Act (10-611 to 10-

620), and TA 20-110.. 

 

2. If a Freedom of Information Act (FOIA) request is received by the 

Department to inspect records, the request is immediately 

forwarded to the Chief of Police and the City Attorney for review. 
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